Using the Clause Integration Package
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1. Choose Package and Body - After you have created or entered the award document, click on Package

in the left hand menu and then choose Body from the sub menu.
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2. Document Format - If you would like to view the format in which the document will be printed, click
on View button located beside Document Format. This will give you information related to the font,
margins, page numbering, headers and other format parameters. This section is read only. If you wish
to change the format, you will click on the Change Format button at the top of the screen. If you do not
wish to change the default, you do not need to view the settings.

3. Clause Grouping — This section allows you to choose the way you want clauses grouped. The default
is “Do not separate Reference from Full Text”. Other choices are “All Reference then all Full Text” and
“All Reference then Full Text per database”

4. Load Template — To begin selecting clauses, click on the Load Template button at the top of the screen.
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6. Select Clause Sections. After making selections, scroll down and
| press the “Continue” button.
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5. Select Template — Select a template to use from the available choices
6. Select Clause Sections — Select Clause Sections to be included for the award document. You may do

this by clicking in the check box for all of the sections you wish to include or you may select all and
then choose which sections to include in the next step. After selecting the sections, you will need to
scroll down to the bottom of the screen and click the “Continue” button. This will take you back to the
main “Body” page.



7. Select Clauses within the Sections — For every section that has clauses that you need to include, click
on the “Section Title” for that section. In our example, we will be demonstrating Section I. You will
need to complete steps 8 — 12 for every section that has a clause you wish to include.
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8. Mark Include check 10. If you wish to see the Clause 11. Local Prescriptions
box for each clause you definition and the FAR prescription, are available if the value
want to include. click on the Clause Number is Yes for the column.
9. Mark Full Text check box if you
want to include items as Full Text as
opposed to Reference

8. Include Check box — If you wish to include this clause on your award, click the check box in the
“Include” column beside of the clause number. If the check box is gray, you will be unable to change
the default and the clause will be included.

9. FEull Text Check box — The items will be included as reference items unless you indicate that they
should be included as Full Text by clicking in the Full Text Checkbox. If the check box is gray, you
will be unable to change the default and the item will be included as Full Text.

10. Clause Number — By clicking on the Clause Number, you will be able to view the clause definition of
the clause and be able to view the FAR prescription.

11. Local Prescriptions — If a Local Prescription has been provided, a value of Yes will appear and
information related to the Local Prescription will be available for review.

12. Eill In - If the ability to fill in a value(s) for the clause exists, the value of Yes will be present and the
user will be able to complete the available section of the clause with the value they select. See the
following page for additional details and an example.




(See 12. on the previous page for additional information.)

Fill In Screen

You may insert the information into the clause by either
A. Typing in the text box or

B. Clicking in the text box and then clicking on drop down box next to the Insert field button, choosing the
value to insert (such as Buyer) and then clicking on the Insert Field button. This will pull the
information automatically from the award document.
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and shall not be binding until so approved.
(End of clause)

When Fill In is complete, click on Return in the left hand menu.



13. Attach Button — DO NOT attach documents using this button if you are going to use the clause writing
module. Attaching documents will prevent you from being able to access and generate clauses.

14. Change Format Button — If you wish the document to be available in a format other than default, click
on the Change Format Button

15. Validate Button — Once you have completed the clause section, you may click the validate button to
perform some basic clause validations. Validation failures will contain a description with instructions
assisting you in clearing the error. If there were no validations errors present, you will receive the
message “No Conflicts Found”
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16.

17.

18.

19.

Generate Button — The Generate Button will perform a validation check and then create the clauses as
a file attachment. Once you have generated the document, the buttons will change and you will not have
the selections shown in this QRG.

Configure Button — Allows very basic edit capabilities to the layout of the clauses. This option is not
available once the document has been generated.

Remove UCF Button — Clicking on the Remove UCF button will remove the Uniform Contract Format
validations present in the system. When you click this button, you will receive a warning message
telling you that the action cannot be undone. If you proceed, you will be unable to put the validations
back on the document.

Save As Template Button - The Save As Template button allows the user to save all the options and
configuration of the clauses on this document as a template for future use.

16. The Generate button
creates the clauses as an
attachment.

17. The Configure button
allows basic changes to
document layout.

Load Template | Attach | Change Format |°

18. The Remove UCF
button removes validations
related to the Uniform
Contract Format.

19. The Save As Template
button allows the user to
create a template based on
selections for this document.

After you have generated the document, the screens appearance and choices will be updated similar to below
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File Name — Clicking on File Name will allow you to view the completed Clause.



This completes the basic steps for creating a clause within Prism.



